SAMPLE MEMORANDUM
OF UNDERSTANDING

MEMORANDUM OF UNDERSTANDING (MOU)/MEMORANDUM OF
AGREEMENT (MOA) between XXXX and YYYY

Re: MCP PROJECT NAME

This document describes the relationship between XXXX and YYYY, a partner of XXXX’s
MCP Project. A grant/subaward/contract/subcontract in the amount of $$$$ has been
awarded to YYYY, to assist with activities as detailed in this MOU/MOA.

and ending . XXXX and
YYYY will sign new MOU/MOASs for each project year in accordance with changes in the

This agreement covers the grant period beginning

project and budget and subject to continuation of this relationship (see below). This
MOU/MOA will become null and void if funding becomes unavailable for any reason, or if the
partnership between XXXX and YYYY is terminated. By signing this MOU/MOA, YYYY is
also agreeing to work in collaboration with XXXX in order to finalize a workplan and
implement the activities it details.

BACKGROUND
MCP Project description:

Project Goals:

1.

3.

Main Activities:
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GOALS AND RESPONSIBILITIES/STIPULATIONS:

1. Provide quarterly narrative and financial reports, and invoices.

2. Develop project workplan for the project year. XXXX will review and amend (in a
collaborative fashion) plans as necessary and finalize the plans with YYYY.

3. Implement activities according to the finalized workplan.

4. Document cost sharing for the project.

5. Other:

Timeline:

The length of XXXX grant period is from the date of signature of this MOU/MOA until

Financial Transactions (if any):

1. XXXX will directly manage the dispersal of funds.

2. XXXX will make payments in two (2) equal installments: the first upon the signing of
the MOU/MOA and the second upon completion of the second financial report/invoice
and narrative report.

3. Funds must be spent in strict accordance with Federal guidelines.

Reports

In order to access funds, partner organizations should submit invoices/financial reports and

narrative reports on a quarterly basis. The reporting schedule for fiscal year 200X is as

follows:

Report #1 is due on
Report #2 is due on
Report #3 is due on

Report #4 is due on

A complete financial report should contain the following information:

1. name of partner organization, contact person, and contact information;
2. total funds available for each expense category;

3. funds previously spent for each expense category;

4. funds expended during a particular, stated time period; and
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Sample Memorandum of Understanding 3

5. funds remaining in each expense category.

Quarterly narrative reports should include the following information:

1. brief descriptions of activities carried out during the period;
2. difficulties encountered, attempts to manage them, and results (if any);
3. outcomes during the period (if any);

4. help requested of partners (if any); and
5. expectations for the next reporting period.

Partner Contacts:

The XXXX program staff responsible for monitoring and assisting in the programmatic
activities of the XXXX MCP project are:

Ima Sample
Program Manager for Administration
e-mail: ima@XXXX.org

John Q. Public
Program Associate
e-mail: john@XXXX.org

Both can be contacted at:

XXXX, Inc.

1234 Fifth Street, NW
Washington, D.C. 20001
(202) 123-1234

(202) 123-4321 fax

Communication and Dispute Resolution

Regular (at least weekly) communication sessions will take place over the telephone, in most
instances. For major decisions, XXX staff and the YYYY leadership should seek consensus.
When such consensus cannot be reached, the XXXX Executive Director will act as decision-
maker. XXXX reserves the right to involve other partners and XXXX staff in the mediation
process.

Termination of the relationship between XXXX and YYYY
The above-described relationship between XXXX and YYYY can be terminated in three ways:

1. YYYY can terminate this relationship for just cause if that action is deemed
appropriate by the YYYY trustee.
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2. XXXX can terminate this relationship for just cause if that action is deemed
appropriate by the XXXX Executive Director.

3. This agreement will be terminated if, and when, funding becomes unavailable from
the Family and Youth Services Bureau.

By signing below, I formally agree that the terms described in this memorandum of
understanding/agreement are agreeable to me. My signature binds my organization to the
terms described above from the date of signature until , 200X. Keep one original of
this document for your records, and return the other to XXXX.

Signature:
Executive Director Date
XXXX, Inc.

Signature:
Executive Director Date
YYYY, Inc.
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RESOURCES

Bibliography

The Collaboration Challenge by Professor James E. Austin

Common Interest, Common Good: Creating Value Through Business and Social Sector
Partnerships by Shirley Sagawa

Enterprising Nonprofits: A Toolkit for Social Entrepreneurs by J. Gregory Dees, Peter
Economy, Jed Emerson, Rob Johnston

Forging Nonprofit Alliances: A Comprehensive Guide to Enhancing Your Mission
Through: Joint Ventures & Partnerships, Management Service Organizations, Parent
Corporations, Mergers by Jane Arsenault

Collaboration Handbook, Creating, Sustaining, and Enjoying the Journey. Amherst H.
Wilder Foundation, 1994.

Case Studies

Results and recommendations for business, nongovernmental organizations, developing
country governments and multilateral and bilateral organizations. www.bpdweb.org/

Essay by Jeffrey Swartz, president and CEO of Timberland, on the company’s long-term
alliance with City Year (p. 22) www.venturephilanthropypartners.org/

“Down-home Approach Pays off for Asthma Society”
www.charityvillage.com/charityvillage/research/rpart6.html

“Foster Parents Plan and The Second Cup Aid Kids in Coffee-growing Countries”
www.charityvillage.com/charityvillage/research/rpart5.html

American Arthritis Foundation Partners with Johnson & Johnson
www.charityvillage.com/charityvillage/research/rcaus3.html

Big Brothers/Big Sisters (BB/BSA) and Arby’s Inc
www.charityvillage.com/charityvillage/research/rcaus2.html
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Resources

\Xeb Sites
e Leader to Leader collaboration Web site http://www.pfdf.org/collaboration

e Aspen Institute—98 articles http://www.nonprofitresearch.org
e Kstablishing Partnerships Guidebook

o http://www.ccfgrantees.org
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PRACTICAL QUESTIONS

Where will we meet?

. Who will attend?

~>

How often must we meet and for how long?
Who will determine and build the agenda?
. Will the chair rotate?
Who will distribute materials and take minutes?
Will tasks go to subcommittees?
What meeting format serves the partners?
How will we decide things? Group consensus? Majority rule?

. When and how will we evaluate outcomes?
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FIVE STEPS TO STRENGTHENING
YOUR CONNECTION

Directions: Note your observations about your current partnerships as the
five steps are detailed and discussed.

1. Did we count the cost?

2. How thoroughly was this collaboration developed?

3. Have we consistently communicated our joint vision and mission?
4. Do we share resources across agencies?
5. Have we taken steps to maintain relationships between organization representatives?

Inspire. Connect: Impact,
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